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INTRODUCTION

Payroll software is basically for generate salary reports, ESI reports, PF report, Reimbursement
reports, Loan/advance reports, arrear/bonus reports, master reports , piece information and
statement.
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Figure : Main Window

1. System

In system you can change password, and see calendar and
use calculator and import data.

1.1. Password

You can set password to restrict unauthorized user for access the time office software. If you
are giving password first time, you have to leave blank the old password textbox and enter
password which you want to give in the new password textbox then confirm it in the confirm
new password textbox Press "Ok" button to activate the new password. You

can change password through this option. Enter old password in the old password textbox and
continue the same process as new password creation and press "Ok". The new password will
activate after pressing "Ok" button.

To cancel the new password creation process press "Cancel" button.
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Star Time Office Password Change

Old Password

Hew Pazsward

Confirm Mew Pazsword

|

1.2.  Log Off User

You can use this option for logoffuser for change the user. To cancel the
LogOffUser press "No" button

Star TimeOffice =

Figure : Password Change Window
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1.3. Calculator

You can do any mathematical calculation through this calculator as you do through the

pocket calculator.

1.4. Calendar

B Calculator

Edit  Yiew Help
0|
l_ Backzpace | | CE | | I
MC i a 9 o zrt
MA 4 5 E FA
M5 1 2 3 14
b+ 1] +/- + =

Figure : Calculator
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You can see calendar and set date from this option.

Calander @

] January 2010 =
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31

C DToday: 23/01/2010

Figure : Calendar

Tree View Structure

A. Setup
1. Formula setup

You can create Formula for the further calculation of earnings and deduction's over the salary
through this option of the payroll software. You can also do modification in the existing
formula and search the formula and delete the existing formula. When you press the Formula
setup tab of setup window menu , you will see a Formula setting window in which you see
the following button's like append, modify, delete, previous, find, next and close.
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Code Farmula

b A ({ BASIC + HRA + DA )/ MO

__________ o % Q (s 4 - I

| &ppend Modify Delete Previous Eind MNext Close

Figure : Formula Setup-1

-
M Formula Setting ]

/ Select Formula Values \ Operators
BASIC CL DEDUCT_1 EARM_1
D, SL DEDUCT_2 EARM_2
HRA DEDUCT_3 EARM_3
MED DTZLE;EW DEDLIET:# EAHN:# y
COMY LEAVE DEDUCT_S EARM_5 y
FRE TDAYS DEDUCT_B EARM_B y
ABS T_LATE DEDUCT_Y? EARM_Y -
Hid T_E&ALY DEDUCT_& EARN_S *
LATE OT_RATE DEDUCT_9 E&RMN_9 4
EARLY ROM_Didy DECUCT_10D EARMN_10
IM_COLMT T_HOUR_OT TDS
WEEKLY _OFF Manual _0T T_LATE_MIM |
Formula Code IEI
Clear Formula |

Figure : Formula Setup-2
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2. Payroll setup
In this payroll setup, you can feed information about all employees by using
general setup, bonus setup, allowed, PF setup, ESI setup and extra setup.There are
6 parameters in payroll setup:

1. General Setup: In general set you can set earnings and
deductions on rate per amount by using formulas which you
made in formula setup. You can allot these earnings and
deductions and TDS to selective employees.

Alloywed Extra Setup
I PF Setup | ESI Setup

E arningz Deductions

Dezcription Rate /dmt Formula RBnd S Dezcription Rate /dmt Formula  Rnd S
1 [Proddward | [0000000.00 | [Mare | 7 1 | | [o000000.00 | [More = | T
2 [Other | [0000000.00 | [Mone =W [ | 2 | | [9000000.00 | [Nore = | T
3 | | [0000000.00 | |Narne | [~ | 3 | | 000000000 ] [Mone «| W T
4 | | [0000000.00 ] {Mare » | T | 4 | | [0000000.00 ] [None «| & T
5 | | [0000000.00 ] {Mare » | = |5 | | [0000000.00 ] [None «| B T
5 | | [0000000.00 | [Nane ~ | [~ | & | | [D000000.00 | [Nane «| ™ I~
7 | [0000000.00 ] {More » | T | 7 | | [0000000.00 | [Nore « | [
g | | [0000000.00 ] {Mare » | = | 8 | | [0000000.00 ] [None «| & T
3 | | [0000000.00 | [Nore ~ne [~ | 3 | | [D000000.00 | [Mone «| M [
10] | [0000000.00 | [Nane ~ % = || 10] | |0000000.00 | [None ~| M I
v Basic Found v Corvepance Found TDS : |0000000.00 |Nﬂﬂ3j v T
v Hra Round v Medical Round
v DA Round v OT Amount Round

Apply | Cloze |

i. Bonus/Gratuity Setup: You can give bonus to employee on
wages or on basic pay.

% You have to enter minimum working days on which you
want to give bonus.

% You can set bonus wages limit.

% You can set bonus amount limit.

% You can set bonus rate.

% You can allow bonus on arrear by ticking on this box.

% You can set minimum year for gratuity but it will apply when
an employee work more than 5 years.
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% By tick on the box show “bonus on salary slip”, you can add
this option in salary slip and can also set for 6 months for
which you are giving bonus.

Gratuity will automatically calculate through formula

{{basic/26}*years}
Gen Setup PF Setup ES| Setup
‘B onusz/Gratuity 5etup T Allowed T Extra Setup

{+ Bonus On'wage Limit ¢ Bonus On Basic Pay . )
Minimurn *t'ears For Gratuity

kdirirnuim W arking Days for Bonwz (020,00
_ Gratuity Formula
Bonus ‘wage Limit 01 000000 |[[B.-“-‘-.SII:+D.-'1‘-.]*1 5/26"YEAR) |
Bonus Amaunt Limit 010000.00 Giratuity Mawimurn Amount Limit [000000.00
Bonuz Rate a0z a3

T atal M asimum Bonus Lirmit Q0000000

Apply To Selected Employess |

Bonus Allowed on Armier Alzo ™

Bonuz Setup Wwith Salary Slip
Show Bornus On Sala Slip [

Bonus Duration From | 09 /04,2011 j To |3‘|,-'|:|3,.-'2EI12 j

Apply | Cloze

i. Allowed: This option is used for activating reimbursement and
leave incash on.

% In General if you tick on options Prof. Tax, PF, ESI, VPF,
Bonus, Gratuity, and then ticks will automatically generate
in employee setup.

% If you want to give reimbursement but don’t want to show
on salary slip but want to maintain in software, you have to
tick on boxes in reimbursement.

If you want to leave incash on basic ,HRA, DA , earnings then you
have to tick on boxes in Leave Incash on. and if you want to deduct PF
on leave incash , tick on “PF allowed on leave incash on”.
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vy et

Gen Setup PF Setup ESI Setup
B oruz/ Gratuity S etup T Allowed: T Extra Setup
General Reimburzement Allowed - — Leave Incazh On Leave Type For InCazh
v Baszic LOZ - EL
[~ Praof. Tax | Eu:un'».fe_l,lance = HAA rT—
w FF [ Medical v DA L04 - SL
| Earming 01 LOg - TUR
v ES El"'lfﬂEI [w Eu:un'-jfe_l,lance
[ Eaing 02 v Medical
WPF -
L | Earning 03 v Earn!ng 0l
ol B - _ v Earning 02
] Earming 04 v Earning 03
o Gl | Earning 05 v Earning 04
| Earning 0B v Earning 05
. [~ Earning 05
[ E o7
arn?ng [ Earming 07
| Eaming 03 | Earning 08
[~ Earning 09 [ Earning 09
| Earmning 10 | Eaming 10
- PF Allowed on
Leave Incash
Apply Cloze

iii. PF Setup: In PF setup, employer can set limit of basic salary on
which PF from the employee salary.

% By tick on fixed on limit of basic salary will be fixed.

“ You can set percentage of PF deduction will be deducted
from employer’s account. This PF will be deducting into 2
parts.

1. Percentage of Employee PF (EPF) will deduct from
employer’s account.

2. Percentage of Family PF (FPF) will deduct from employer’s
account.

% Employee’s PF deduction: This percentage of amount
will be deduct from employee’s salary.

< PFA/CO02, PFA/C 21, and PF A/C 22: Some amount of PF
will be deposited in government’s account.

% Amount on which PF will deduct: you can select option on
which you want to deduct PF.

10
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[ eneral Sefup

X\

Bonus/Gratuity Setup 1 Allovied 1 Extra Setup
Gien Setup | BE Gatup: 1 ESI Setup
Lirnit of PF Deduction QORS00 00 [ Fixed Amount on Which PF will Deducted
Emplayer's PF Deduction 12.00 v On'work Days :E 5‘;1'3
Emplayer's EPF Deduction 0257 v Di
Emplayer's FPF Deduction 0833 | Conveyance
' . | Medical
Employee's PF Deduction 12100
_ _ [ Earning M
Ermployee's WPF Deduction Q000 [ Esining 02
R ounding with Decimal Place of D | Eaming 03
[ Earmning 04
PF &/C 02 01.100
_ | Earning 05
PR AL 21 00,500 | Earning 0B
FF &/C 22 oo.oin | Earning 07
Fix EDIL on Pf Limit Deduction | | Earing 03
[ Earning 09
| Eaming 10
Apply Cloze

ESI Setup: This option is used for ESI setup.
Limit of ESI deduction: You can set a amount of salary on

X/
L X4

which you can deduct ESI.

Employer’s ESI deduction: Percentage of ESI which will be
deducted from employer’s account.
Employee’s ESI deduction: Percentage of ESI which will be
deducted from employee’s account.
Allow ESI on Over Time: Check on this box and allow ESI on

overtime.

Allow ESI on Arrear: check on this box and allow ESI on arrear.
Amount on which ESI will be deducted: By check selective boxes on
which you want to deduct ESI.
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Bonus/Gratuity Setup Allowed

Gen Setup T PF Setup T

Amount_on Which ES| will Deducted

Bazic

HRA.

D&
Conveyance
Medical

E arrning 01
Earrning 02

Lirit af ES| Deductian 500000

Employer'z ES| Deduction 4 75

Employees ESI Deduction 1.75

i

1017171 1= X1 X1 XX XX XX A

R ounding with Decimal Place of

v Allow ESI [Employer) on Fractional point upper Limit
Earrning 03

E arring 04
E arning 05
E arning 06
E arning OF
E arning 03
E arning 09
E arning 10

[ Allow ESI [Employee] on Fractional point upper Limit
[w Allow ESI On Ower Time
v Allow ESI On Arear

Apply Cloze

v. Extra Setup: This option is used to create financial year in the
starting of the year.

12
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M General Setup

Gen Setup PF Setup ESI Setup
B onusAGratuity Setup T Allowed T Extra Setup!

Financial Year Duration

[v Shaow Arrear On Salan Slip YearFrom [paso011 = Year To 32012 -

Welfare Fund Contribution
Employer's Share 0275
Employee Share 00.75

Apply Cloze

3. Bank Master

You can create bank master to assign it to employee. And you can also
generate any report bank wise.

When you open bank master it will show you bank code, bank name and bank
IFSC code

13
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BCode EMamne [FSCCODE

p (BO1 MNone

b

O = | Q < | M

Append Modify Delete Previous Eind Hext Close

When you click on append bank you will find the below box to enter bank detail .
Here bank code and bank name it compulsory field.

-

{ Hank Master E

Bank Master Information

# BankCode |:|

¥ Bank Mame | |

IFSC Code | |

OE Cancel |

4. Employee setup

Like time office software, you have to do master feeding of all
active employees in payroll software. There are following button in

employee setup:

Append: By using this button, you have to create new employee

setup.

14
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% Enter payroll code in this setup. This payroll code should be

unique.

% You have to set Basic salary for an employee.
< Enter PF No., ESI No and PAN No.
% You can select payment to employee by cash or by cheque or by

Bank.

% Enter employee's account no.
% You can set employee’s working on daily wages or on roll or

piece rate.

% You can set DA, Conveyance, medical and HRA on per day basis
or fixed for month.

code Emph ame Departmentt ame PAY
b (D015 DEERAJ BHAN MARKETING o1
99499 NAYEEN HR 999
A00L9 SAURABH PARASHAR MAINTENANCE Ald
AlDG2 BAYINDRA PRASHAD PAIINJECTION MOULDING Al
A0063 SAURAY RAI MAINTENANCE Ald
EQ0o1 BAMESH DHAR CEO E0Q
E0004 N.K TIWARI MAINTENANCE EO0Q
E0003 SHYAMYEER SINGH FINISHING E0Q
EO013 MANESH FOTEDAR PRODUCTION ENGINEER EDO

Figure : Employee Setup-1

% You can set earnings and deductions in the employee setup.
% You can set P& GS code, GGS code and LIC ID to employee.
% You can tick on professional tax, ESI, VPF, Gratuity for activate these

options.

STAR LINK COMMUNICATION PVT. LTD.
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Name:  JEETENDER KR KHANNA
Paycode: I:I Card Mo (R00000071 Ok
_ Departrent : ACCOUNTS
Cloze
Basic  [0020000.00 | DA 000000000 | [FDags ~] 'fu.;::.dT N
FENa  [DLA7265 o9 [Conveyance  [3000800.00 | [FDays  ~] @ PF  pp Entry
EsiNe [0 ] Medical 000120000 | [PDaps =] | I ESIT NoLimi
o HFi&, 000E000.00 || FDays =] | Borus[g833 |
Payment by Cheque :Iv 0.T. Rate Per How oo, oo | | vV Gratui
Bank Adc 00000 |Nene x| v Y
Mo | TDS OON0a00.a0 |N|:une ﬂ [ Late Arrival
E?nppelu:gge |DHHD" ﬂ GG3 Code | |
P4GS Code | |
ucio | |
VI3 £ BANK NAME|B01 Nore ~
Deduction 1 to & T Deduction & to 10 Eamning 1 to 5 T Earming & to 10
Descriptian Rate / &mt  Formula Description Rate / Amt  Formula _
1] 000000000 | [None v 1 [Prod Award |[0000000.00 | [Nore »| || Nomines
2 | |[D000000.00 | [Nare | 2 [Other |[0000000.00 | |More ¥ | oS
c ||0000000.00 | [Mare + | 3 |[0000000.00 | |More ¥ |
4| ||o000000.00 | [Mane + 4| |[0000000.00 | |Nore = |
5 |[0000000.00 | [Mare | 5| |[0000000.00 | |Nore + |

Figure : Employee Setup-2

< If you want to activate PF, tick on it and you have to feed PF
information of employee.

16
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PF Details Entry
Amount on Which PF will Deducted
Limit of PF Deduction 0650000 Fired v Basic
Employer's PF Deduction 1200 ¥ On'wWork Days HRA
) w [
Employer's EPF Deduction _
oy 0357 Corvepance
Employer's FPF Deduction 0323 tedical
Employee’s PF Deduction 12.00 Earning 01
. E arning 02
Empl 's WPF Deduct
mployes's eduction 00.on R
Rounding with Decimal Place of ICI Earning 04
PF A/C 02 01,100 Earning 05
Earning 0&
00.500 Earring 07
PF AAC 22 no.otn Earning 02
E arning 09
v Penzion Earning 10
_ Apply
Employer's EPF Deduction |02 32
Employer's FPF Deduction |02 57

Figure : PF Setup

6. Arrear Entry

By using this option, you can set arrear for a month or multiple months.
You can also set basic salary, DA, HRA, Conveyance, medical and
incentive on which you want to give arrear. You can give arrear to
employee by two types: 1- as per actual paid days, paid days by user.
When you will tick on paid day user, a window of “number of paid days
will show and you can enter days.

17
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Eindly Fill up following Earning fields with their respective Increased By

Pay Code Mo, |:| Papable In the month of 1249071 - Formonth  [1229091 =

Fates Calculated Amount * OneMonth © Multiple Months

ﬁasic |DEIEIEIEIEI.EIEI ” Pavble Dapz Selection
0.4 [ooooo.oo ||

¥ Az Per Actual Paid Days

F I:I (" Paid Days by Uzer
[oooo0.00_|
[oooo0.00_|

|

| F
bA [0o0o0.00 | |
Conveyance ||:||:||:||:||:|_|:||:| | | | V.RF
Medical |EII:IEIEIEI.EIEI | | | Esl Manth .-i'-.rrn.ae.ur Daps
Prod Award |EII:IEIEIEI.EIEI | | | {+ Remaining D ays
Other ||:||:||:||:||:|_|:||:| || | £ Increment D ayz

APPLY Settings ‘

k / [ Concel |

Figure : Arrear Entry

7. Leave Encashment

This option is related to leave accrual of time office software. You can see
how many leaves are balanced in leave accrual and when you will enter
paycode in Leave Encash Entry window and press “tab”, information of
that employee will automatically show on that window. And balance
leaves will show with leave description will show in leave encash window.
You have to enter number of leaves you want to encash.

18
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Leave Encash Entry

Fay Code Ma. |:| For ear 20m Payable In the Month of — [12/2011 -
M arne
Card Mo.

Ok

D ezignation
Company Cloze
Department
Catagony Maonth Days

Leave Description Balance Encash Leave Description Balance Encash

Figure : Leave Encash Entry
8. Late Plan Setup

From this window you can create multiple late plan to deduct from salary.You can create
multiple plan and assign it to selected employee according to company or branch or grade
or employee etc.

19
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|

M Multiple fate Armval Deduction Plan

X

Multiple Late Arrival Deduction Plan Master

PlanCods | | PlanMame | | Select Salary Heads [ Paycode  Emplopeshame
On Which Late

Bazic

Hra

Da
Conveyance
Medical
Eamingl

Total Exemt Diayz, I:I Sernal Mo. I:l
Late Minutesz From I:I Late Minutes To I:l

Salam Percentage | |

E arning2

E arning3

SINo.|PlanCode  [Seriallio |Exemt Days |LateMimutes From |LateM

Earningd

E arming
E amingt
E arming?
E aming3
E arning3

I {0 o o o [

Earmingl10
Add | Edit | | Delete | Cancel| Close | 7 — B

I. Data Processing
1. Pay Processing

By using this option, you can process for attendance data. There is three
types of data, you can process:

( Processing Attendance Data 1
Emploves Paycode from: [oon0ooonnn To:

From Date: |m1,11/2011 =) To: 3041142011 =)

(" Capture Data Fram Tirme office and Process
(* Process On Current Master Setup

(" Process az previous setup

Capture Cloze Selection

Figure : Pay Processing

I. Capture Data from Time Office and process: If you want to give
salary to employee for actual days, you have to run this process.
20
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II. Process on Current Master Setup: if you have made entry on
performance analysis and process this option, report will generate
on this captured data.

ITI. Process on Previous Data: If you want to see report for previous
month, run this process.

2. Canteen Processing

By Using this option you can get the canteen count at deduction one(1) and after that
using formula you can calculate it’s amount and deduct it from salary.

[ dnteenPayrollProcess 1

[ Canteen Payroll Process ]

me|lil1£11£2l]11 j To |3w11x2m1 j

Frocess | Selection | i Close

Figure : Canteen Processing

3. Performance Analysis

By using this window you can maintain an employee’s data. You can set
how many days that employee worked? His absent, his OT hours, Late
hours, Early hours, WO, CL,SL,PL/EL, Other leave, Late days, Early days,
Holiday.

21
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-
U Data Maintenance W

oot T % AT e w
Card Mo, I:I Departrment :
/_ Days worked CL \\1
Bbsent / LwP sL 00.00
0.7. Hours FL/EL 00.00
Late Hours Other Leave
Early Hours Late Drays
Wl Early Daps
k Halidays Total PayableD ays _/
ok Cose |

Figure : Performance Analysis

4. Hold Salary

By using this option you can hold the employee salary for particular period and when you
want to unhold this employee salary then you can also remove the check mark from there.

22

STAR LINK COMMUNICATION PVT. LTD.



I "o weant o Hold 5atang of Perticulzre Employes o Aoy
Depaitment then select the depatment fiom the Depatment Lt
Then Unchack that employes fom the List Bos ten Press

Depaitment List | MOME j

[ Selectall
Paycode  Employeshlams

< : .

|| Hold Satane Claze

Figure : Hold Salary

J. Report
1 Payroll Report
In this section you can generate Salary Reports, PF reports, ESI reports, Reimbursement reports,
Statuary reports, Loan/Advance reports, Arrear & Bonus reports, Master reports, Piece
information, and statement.

23
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MStar lime Office And'PayrollManagement System =+ Version 1T1.007

System  Repaorts Help AboutUs  Exit

Welcome:Admin.Good Mornin, Login Time:21 Dec¢ 2011 11:27 [Diamond Version

(=] Setup

| Salary Reports

B

~-Formula Setup | Salary Register
Payroll Setup | Salary Slip

--Bank Master | Summary Statement

- Employee Master | Salary by Cheque

-~ Arrear Entry Salary by Cash

-~ Leave Encashment
Late Plan Setup

(=] Drata Processing

- Pay Processing

-~ Canteen Processing

--Performance Analysis
- Hold Salary
ot STAR LINK
oo Payroll Report

------ Bank Salary Statement

------ Hen Bank Salary Statemen

------ Reimbursement Stateme

------ Bank Salary Statement Su
Employee Salary Statemer

------ Emplovee Salary Compari:

------ Employee Increment Histc

------ Employee Increment Salar

- Canteen Deduction Repor!

| PF Reports

------ PF Statement

Arrear PF Statement

PF & Arrear PF Statement

------ PF Return Statement{Forn
PF Return Statement{Form

------ PF Monthhy{Challan)

- TOS Monthly Report
-Reimbursement

Description
- Setup - -
- Transaction S\m ; m j /@
-Loan & Advance.
-~ Loan & Advance Setup

Loan & Advance Adjustimen . PF Form 2
FormylG . PF Form §
- Standard Deduction Slal | PF Form 10
- Tax Slab PF Form 21
~Surcharge Rate | . PF Form 11
Professional Tax Slab [ PF Form 12a

~Form 16 Proposed
-+ Form 16 Final

- Form 16 Return
Piece Setup

------ Eligiblity Register of Emplc
~PF Form 3A Through Floo|:
| ESIReports b |

------ ESI Statement
Piece Master [ Arrear ESI Statement
~Piece Emtry | ESI & Arrear ESI Statement
al Setup

------ ESI Return Statement{Forr
ESI Monthly{Challan)
------ Register of Employees{Fo

- Bonus Processing
- Gratuity Processing
Full and Final

1< Im ] [

Star Time Office &nd Payroll Management System ‘ Licence Mo 2007031401 | Company Mame :-Sietz Technology India Ltd.

E.5.L.C Form 1
o F G L Statuan: M

£ [ 1l ] [l]

|121BPM | 214124201

Figure : Payroll Reports

2. TOS Monthly Reports
You Can also view time office Monthly report form here
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e And Pa

System  Reparts Help  AboutUs  Exit
Welcome:Admin.Good Mornin

-~ Setup
- Data Processing
Report

Login Time:21 De¢ 2011 11:27 [Diamond Version

=
-
=}

Payroll Report

T0S Monthly Report
Reimbursement

Loan & Advance.

orm§

+-- Piece Setup

+- Final Setup

| U Mo ntﬁly Attendance .Repo rt

mA1/2011 j 304142011 L]] [ o -

C

Perfarmance Register Employes wise Performance  Muster Rol !
Late Amival Fegister Employee ‘Wise Attendance " FormNo-12

Early Departure B egister Department Wise Attendance " Form No - 12 New

" FormNo- 25

. ) " Form Ma - 25 Hew
Over Time Fegister Ovwer Time Summary  Form Mo - 26

e
" Early Departure

Abszentesism Register Shift Wise Attendance

Over Stay Register Employee Status

Shift Schedule Manual OT Deduction
" Total Logs and OverStay
Lunch Duration Report Might Shift Punch
" Late and Over Stay

Location %ise Punch
Employee \Wise Percentage e i
atePazs Reports
Department Wize Percentage
Lines Per Page [40  Department Wise Skip Ird

Cloze | Generate Iﬁelactions..

e e e e e e e e e

Star Time Office And Paproll Management System [ Licence Mo :-2007091401 ‘ Company Mame :-Sietz Technology India Ltd. “ CARS 1219 PH ’— 21122011 |

K. Reimbursement
1. Description
You can give name of Reimbursement which you are giving to employee like
incentive, OW, etc but you don’t want to show this reimbursement on salary
slip but want to maintain it in software.
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M Reimbursement Jescripiion E
Reimbursement Description

@scriptiun 1 |]a,13.;|i.;a| \

Description 2 |Spec:ial

Description 3 |

Description 4

Description &

Description b

Description &

Description 9

|
|
|
Description 7 |
|
|
|

\Tscriptiun 10 J
[ Save Cloze ]

Figure : Reimbursement Description

2. Setup

In this setup, you can see reimbursement description will
automatically show. Just enter payroll code and press “tab” and
details of that employee will automatically generate.

You can set financial year. Now you feed opening balance for
these reimbursement and then save this setup.

26

STAR LINK COMMUNICATION PVT. LTD.



Employee Reimbursement Opening Balance

Pay Code Financial Year From Im Financial Year To Im
Name AJAY SHARMA Card No 03901409
Department PRODUCTION Designation SUPERVISOR
medical | |ooooo.00 \
[Epecial | |oooon.00
| | |booo0.oo
| | |booo.oo
| | |ooo00.00
| | |oooo0.oo
| | |oooo0.oo
| | |oooo0.oo
| | |oooo0.oo
| | |booo0.oo
\ Total |00000C.O0 /
Close Save

Figure : Reimbursement Setup

3. Transaction

After completing reimbursement setup, you open reimb
transaction. Just enter paycode and press “tab” and opening
balance of reimbursement will automatically show in employee
monthly reimbursement paid window. Now you can give values of
these reimbursements on monthly basis and this total amount
should not exceed more than total amount of opening balance.
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Ll mployee Monthly Retmbursemen a
Employee Monthly Reimbursement Paid

Fay Code 1211018 Month 1272011+
Hame : GAYA PRASSAD Card Mo : 01211016
Department : TRACK-1 Dezignation - 5A. OPERATOR

/ //'_I'Dtal Amaunt Upening Bal.\

poooooo 0 50000
0000000 0 50000
ooooooo 0

0000000
ooooooo
ooooooo
ooooooo
ooooooo
ooooooo 0
ooooooo 0 0

\ Total  [000000.00 \ 110000 /

Cloze Save

Figure : Reimbursement Transaction

=

1]
1]

Lo Y e I e N o Y s |
=

=

L. Loan & Advance
1. Loan & Advance Setup

You can make entries of advance or Loan through this option. First
you have to enter payroll number of a employee and press button
tab to details of that employee like card no, company, employee
name, department and category will automatically come on the
screen.

I. Entries about Advance:

< If you want to take advance, tick on advance.

% Company ID number will automatically generate in the case of
advance.

% If you want to deduct that advance from salary, tick on box (deduct
from salary).

% You have to select on advance type by option advance/loan type.
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>

R/
¢

If you can see entry of existing advance, just tick on box (view).

% By clicking on new to create new window for advance. You can
enter month in which employer is giving advance, total advance,
you can make amount in installment and number of installment will
be generated automatically.

% By clicking on delete, you can delete existing window for advance.

[ oan & Advance Setup ]

/ O iew O Mew O Delete \

Fay Code : | | Deduct From Salary  [v

ID No. | = Loantbdv Type | Advance -
Card Mo.

Company

(* Advance  Loan
Employee Mame:

D epartyment
Category

Advance Month |12..’2E|1‘| - Tranzaction From Month |12/2011 -
Total Advance |:| Inztallment Amount I:I Humber Of Installmentl:l

—7

Save | LCancel | ‘ |

Figure : Loan/Advance Setup

II. Entries for loan:

% If you want to take loan, tick on box (loan).

% If you want to deduct that loan from salary, tick on
box (deduct from salary).

% You have to select on Loan type(personal loan, home
loan, vehicle loan, other loan) by option advance/loan
type.

% If You can see existing loan, just tick on box

(View).

% By clicking on new to create new window for Loan. You

can enter month in which bank is approved loan, total
29
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loan, you can make amount in installment and number
of installment will be generated automatically.

% By clicking on delete, you can delete existing window for
loan.

2. Loan & Advance Adjustment

-

U [T'oan & Advance Adjustmen }

ﬁray Code : | \
ID No. | -]

Card No.
Company

Employee Hame:

Departyment
Cateqgory

* Advance  Loan {# Salay ¢ Cash ¢ Adust Installment ™ Add Mew Installment

Adjustment Month | Dec/201 - Adjustment Amount D

\L J/

Cancel | |

Figure : Loan/Advance Adjustment

If an employee took some loan or advance and he want to return it as
soon as possible, he will use this option.

M. Form 16
1. Standard Deduction Slab

e If income is varying from Rs. 75,000/- to Rs. 5, 00,000,
standard deductions will 40% of salary or 30,000 whichever is
lower.

e If above Rs. 5, 00,000/-, Standard deduction will be Rs.
20,000.
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( tandard Dedectionsab ol Form 16 ]

/ Lower Limit |Dunnnunnn | \\

Upper Limit |nunnnunnn |
Factor 1 |IIIIII |
Factor 2 |IIIIZI |

i ) Save
Fixed Deduction |IIIIZIEIIIIEIIZIIII|:||:| |

Cancel

Figure : standard Tax Deduction

2. Tax Slab
This Tax slab is also known as income tax slab. Example: If an
employee’s income is Rs. 2, 40,000.
Slab 1:- Lower limit: If lower income is 50,000
Upper limit: upper income is 1, 10,000.
Percentage of tax: 0%
Fixed tax: No tax will be deducted.

Slab 2:- The next Rs. 50,000/- is taxable at 10/-.
Slab 3:- The remaining amount is taxable at 20/-.

Total tax will be: 0+10% of Rs.50, 000+ 20% of Rs.80, 000=Rs.

21,000/-
[
Lower Limit Upper Limit Precent Fixed Tax
|EIEII:IEIEIEIEIEIEI | |DDEIEIEIEIDEIEI | |EII:IEI | |IZIEIEII:IEIEIEIEIEI
L
Save

Figure : Tax Slab

3. Surcharge Rate
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Surcharge is applicable if total income exceeds Rs. 8.5 lakh for annual

year 2005-06 and Rs. 10 lakh for Annual year 2006-07.

[Wooncral SewpiorFoms |
™y
Amount FPrecent Surcharge Qulify Rate Women Tax
Deduction
|nnnnnnnnn | |nnn | |nnn | |nnn | |nnnnnnnnn |

Figure : Surcharge Rate

4. Professional Tax Slab

Professional tax always deduct from the gross salary.
Professional tax slab rates different from state to state because
it comes under government jurisdiction. If an employee’s salary

is vary between from Rs. 3,000/- to Rs. 5000/- , professional tax

will deduct Rs. 30/-.

Lower limit: you have to put lower limit of salary.

Upper limit: you have to put upper limit of the salary.

Tax amount: you have to put professional tax amount.
Branch: you have to select City or state where it’ll applicable.

M Professional Tax Slab for Form 16 L

4 Lower Limit |IZIIIIIIIIZIEIIIIEIE|E| | ™

Upper Limit  {000000000 | i

Tax Amount |nnunnnnnn |

Branch I 0512 kanpur j
A vy

Cancel |

Figure : professional Tax Slab

5. Form 16 Proposed

If an employee’s income is greater than fixed amount, he has to
pay income tax for it. It is a certificate under section 203 of the
Income-tax Act, 1961 for tax deducted at source from income

STAR LINK COMMUNICATION PVT. LTD.
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chargeable under the head "Salaries".

M| Form 16 [Page 1 of 3) =] E3
FORM NO. 16
Paycode: [3995
aveade [See Rules 31(1)a]]

Cerificate under section 203 of the Income Act. 1967 for tax deducted at source from income

chargeable under the head "Salaries"

S[=1ES

Bbout us I

MName and Address of the Employer

Name Designation of the Employee

|W'oco Matherson Elastomer Limited

J{[evEEN

|lefice Eworks: D-3, Sector - 11, Moida - 200

||NDNE

|1 1. Moida - 21301

P&N/GIR No. TEAN:

Pl Mo, |APPLIED FOR

TDE Circle where Annual ReturndStatement under 5 ection 206 iz to be

filed: |

FROM

PERIOD
TO

ASSESSMENT YEAR

| apr /2008 =] |Mar/2009 =]

|2una | — |2mu |

DETAIL OF SALARY PAID AMD &MY OTHER IMCOME AND TaAX DEDUCTED

1. GROSS SalaRyY
2. Less: Allowance to the extent exempt

(@ Conveyance

by HRA [ Actualy payed|:| ]

3. Balance (1 —2)
4. DEDUCTIOMS
(&) Standard Deduction

{b) Entertainment Allowance I:l

(c) Tax on Employment

b, Aggregate of 4 (a to ©)

6. Inc. Chargeable under the head Salaries (3-5)
7. Add. other income reportd by the employee
8. GROSS TOTAL INCOME (6+7)

d_'Slalll J (@ J 5 PAYROLL

[Fa00a.00 ; Basic =
£0000.00 £EEE
U H.R.A Process
o0 |00 |g 000 | _Guey
5000000 g Conveyance \/
|
: -
R
CB
I'DD—| A onus QEIEte
E ; o |
I
EO000.00 0 Int. On Loan Close
N =N
£0000.00 Mext »5 |nus

| 87 MaNUAL doc - Microsoit .. | [T] Star Time Office énd Payr...|

| o

=25

Figure : Form 16(perposed)-1

STAR LINK COMMUNICATION PVT. LTD.
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M| Form 16 [Page 2 of 3] M= e | S EES

: 8 Gross Total
5. Deduction under chapter (41 - A I
pler (1-4) Gross Amount Cualifying Amount | Deductable Amount Income B/F ol

(a) Mediclaim | | ] | £0000.00
{

b} Donation | | 0.o0 0.00
(c) Interest on Housing Loan | | | |
{d) LIC8OCE | | || [l |
10, Aggregate of deductable amount under chapter Vi-A oo
£0000.00

11, TOTALINCOME (8—=107)
12. Tax on Total Incorme oo

13. Rebate Relief under chapter Wil " )
I. Under Section 88 [Please Specify] Gross Amount Cuialifying Amount| TaxFebate Relief

{a) Provident Fund 9300.00 0.00
(b) LIC(Premium) 0.00
CNSC 0.00
(d) Interestaccrued on M S C 0.00
(] PrnAmt of Housing Loan 0.00
{f) Education Allowance [0.00 | |[|o.oo | \/
(@) Investmentin bonds 0.o0 Refresh
(h) | | o.o0 Calculation
{i) [Tatal (=) ta(h)] 5300.00 [0.00 | | [o.00 Mest 35 |
II. Under Section 884 (Flease Specify) —
(a)| | | | |D'DD | << Back |
(ki | || [ |
(©) Total [ (@)+ () ] [p.00 | |[po0 |
Il Under Section 88C
Women Employee
Deduction of Income Tax | | | | —
nelar Qartinn arh Matails
I | lndar Sactfion A9 (it ch Datailet
@/stan| | (@ [ | o PAvROLL | B MANUAL dac - b | [T] Star Time Ofice And [T Form 16 (Page 2... | @ |2 | 45

Figure : Form 16 (Perposed)-2
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M| Form 16 [Page 3 of 3]

Figure : Form 16(Perposed)-3

6. Form 16 Final

Employee has to fill this form at the time of full & final.

STAR LINK COMMUNICATION PVT. LTD.
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M| Form 16 [Page 1 of 3) =] E3
FORM NO. 16
Paycode: [3995
aveade [See Rules 31(1)a]]

Cerificate under section 203 of the Income Act. 1967 for tax deducted at source from income
chargeable under the head "Salaries"

-8 x]

Bbout us I

MName and Address of the Employer

Name Designation of the Employee

|W'oco Matherson Elastomer Limited

J{[evEEN

|lefice Eworks: D-3, Sector - 11, Moida - 200

||NDNE

|1 1. Moida - 21301

P&N/GIR No. TEAN:

Pl Mo, |APPLIED FOR |

TDE Circle where Annual ReturndStatement under 5 ection 206 iz to be

PERIOD

ASSESSMENT YE&AR
filed: | FROM o
[ &pr /2008 7] [Mar/2009 7] | |- |
DETAIL OF SaLaRy PalD AMD AMNY OTHER INCOME AMD Téx DEDUCTED
1. GROSS SALARY [lTon g Basic
2. Less: Allowance to the extent exempat S0 =
(8] Canveyance I—l 0 HR.A | Process
(b) HRA [ Actualy payed |:| ] | B | : [o . Ouery
3 Balance (1 —2) I CrmaETee iLIick me to process pour query
' B
4. DEDUCTIONS |
(&) Standard Deduction : Calculation
{b) Entertainment Allowance I:l A
{c) Tax on Employment o ,E Bonus Delete |
b, Aggregate of 4 (a to ©) : |T _m
. oo Int. On Loan ol
6. Inc. Chargeable under the head Salaries (3-5) : ﬁ Liese
7. Add. other income reportd by the employee
§. GROSE TOTAL INCOME (6+7) .00 Hext >> | —

o'/ Start Jg J 5 PAYROLL

| 87 MaNUAL doc - Microsoit .. | [T] Star Time Office énd Payr...|

Figure : Form 16(Final)-1
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9. Deduction under chapter (1 - A)
Gross Amount

CQualifying Amount

M| Form 16 [Page 2 of 3] H=]E3

Deductable Amount

a) Mediclaim | |

i
{b) Danation | |

0.0

0.00

(c) Interest on Housing Loan

L

() LIcsoce

10. Aggregate of deductable amount under chapter Wl-A

11, TOTAL INCOME (8—10)
12. Tax on Total Income

13. Rebate Relief under chapter Il

|. Under Section 88 [Pleaze Specify) Gross Amount

CQualifying Amount

Tax/Rebate Relief

Women Employee

Deduction of Income Tax | |

Y. Under Section 89 (Attach Details)

d_'Slalll J (@ J 5 PAYROLL

{8) Provident Fund 0.00 0.00
{b) L1C(Fremium) 0.00
I NSC 0.00
(d) Interestaccruedon NS C 0.0o
(&) Prn Amt of Housing Loan 0.00
{f) Education Allowance 0.00 0.00
() Inwvestmentin bonds 0.00
(hy | | 0.00
(i) [Total () to(h)] 000 oo | | [noo
II. Under Section 88A (Flease Specify)
(=)| || | | |
()] | | | |[e0o |
(© Totel [ (a) +(5) ] [o00 | [[pm |
lIl. Under Section 88C

| 87 MaNUAL doc - Microsoit .. | [T] Star Time Office énd Payr...|

-8 x]

Bbout us I

8. Gross Total
Income B/F

£100.00

0.0
£100.00
.00

v

Refresh
Calculation

Mext »» |
¢ Back |

]

Figure: Form 16(Final)-2

STAR LINK COMMUNICATION PVT. LTD.
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M Form 16 [Page 3 of 3) =] 3 | S =] R
14. Aggregate tax rebates and relief at 13 abowve bbout us I

[lhi+10{e)+ 1l + 1] —
156, TaxPayable( 12 —14 )

(a) Surcharge

(b} Total Tax Payable
16. LESS: TAXDEDUCTED AT SOURCE
17. Tax Payable /Refundahkle (15 —16)

ficcept << Back
003
@/stan| | (@ [ | o PAvROLL | B MANUAL dac - bl | [T] Star Time Ofice And_ |[[T] Form 16 (Page 3... | @ |5 | 45

Figure : Form 16(Final)-3

7. Form 16 Return

This is basically used for deposit tax to bank. You have to enter account
year from to till. And paycode of the employee and amount of tax and
branch & band where he want to deposit tax.

(0 Form 16 Deposits fimife-sy

Accaunting “ear | | - | |

Paycode | | Date [12/03/2002 =]

Amaunt | |

Mame of Bank and Branch where tax deposited

Exit

Figure 33: Form Deposit
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N. Piece Setup

1. Piece Master
This option is used in Export houses. You can set piece code and what
type of work an employee did (name of work) and per rate a employer
want to give on that piece.

You can create new piece master and modify to edit in existing Piece
master and delete to delete in existing piece master, etc.

Q| & o &

Delete Previous Next Close

Figure : Piece Master-1
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Piece Type Master

Piece Type Code
D ezcription |
Riate 00000

]S LCancel

Figure : Piece Master-2

2. Piece Entry
In this piece entry, you enter paycode and press “tab” and detail of that
employee will automatically show on screen. You can select date on which
you want to give salary. And select piece type and enter no of piece you
that employee have made and then save, total amount will be calculated
automatically.

; ]

M [Piece Entry = E W
Date 2172201 - \
Emp Code : 11901409
Employee Mame: Aldy SHARMA,

D eparturnent: PRODUCTION

Coarnpany: DRISH SHOES LTD. PAMCHELLA

Categony: STAFF

Select Piece Type [ -G hir v |Rate |

Paycode PieceCodd PieceRate MoOfPiece Fiecedmo
p (39071409 oo 200 2 400
[+ ’
Save Cancel

Figure: Piece Entry
40
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O. Final Setup
1. Bonus Processing
Using this option if you have not done the bonus setup previously and you want to
calculate the bonus for previous month data then you can use this option.

-
Ul BonusProcessing ]

[ Bonus Process ]

[ From Date |21/12/2011 = To Date 2122011 - ]

Process Cloze

Figure: Bonus Processing

2. Gratuity Processing
In gratuity process, you have to enter that date till that you want to
process for gratuity.

Figure : Gratuity Process

3. Full and Final

This option is used for full and final entry for an employee. If an
employee is leaving his job, enter paycode and enter resign date and
enter payable month in which you give him all amount.

% Tick on box Net Salary with previous month’s salary.

% You can enter Gratuity’s amount.

% You can select leaves for incash.
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% If an employee has resigned one month before, employer
has to pay for 30 days in Notice Days Paid.

% This full n final window will show pending loan/advance.

% If you tick on PF on leave encash in option allowed on
payroll setup, pressing apply setting, amount will
automatically come in PF on leave in cash portion in full &
final window.

M Full'And Fina E W
Fay Code Na. |:| Leaving Date:  |21M2/9011  «|  Full &nd Final Date: |21 M2om1 -

Calculated Amount

Reiburzment Details
/ ]Et Salary [ Previous Month &lza I:I ! )

Giratuity

Leawve far Incash ||:||:||:|_I:II:I | |

Baszic / Days

Maotice Dayz Paid o {000
Motice Daysless ¢ |000.00

B azic / Days K1l

Pending Loan

Pending Advance

PF on Leave In Cash & Motice Days Paid [ Pf on MoticeD ays

PF Amalnt I:I WPF Amaut I:I

EFF amaount I:I
FPF Amount I:I

[ Bonus Allowed

From Date |11/03/2000 «|  TeDate 11/03/2000 -
\ Borus Amourt (0000000 | AN /

APPLY Settings | [ — ”

Figure: Full & Final Entry

2. Reports
2.1 Payroll Report

In this section you can generate Salary Reports, PF reports, ESI reports, Reimbursement reports,
Statuary reports, Loan/Advance reports, Arrear & Bonus reports, Master reports, Piece
information, and statement.
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Yersion 11.0.1

M 'Star Time Office And Payroll Management System

System Reports Help  AboukUs  Exit

Welcome:Admin,Good Mornin Login Time:21 Dec 2011 11:27 [Diamond Version

[=]- Setup

- Formula Setup

- Payroll Setup

- Bank Master

- Employee Master

- Arrear Entry
--Leave Encashment
- Late Plan Setup

-~ Data Processing

- Pay Processing

-~ Canteen Processing
- Performance Analysis

- Description
- Getup
- Transaction
1 Loan & Advance.
- Loan & Advance Setup
- Loan & Advance Adjustmer
1 Formié
- Standard Deduction Slab
- Tax Slah
- Surcharge Rate
- Professional Tax Slab
~Form 16 Proposed
-~ Form 16 Final
-~ Form 16 Return
Piece Setup
- Piece Master
- Piece Entry
1 Setup
-~ Bonus Processing
- Gratuity Processing
~Full and Final

[il 1 ] [l]

Star live Office

|- Salary Reports

CHold Salary T e s S SR 0 Employee Increment Histc

Tt sTﬁR LI N K ------ Employee Increment Salar

- Payroll Report - Canteen Deduetion Report

- TOS Monthly Report | - PF Reports =
‘Reimbursement [ PF Statement ]

|- ESI

B

Salary Register

------ Salary Slip

------ Summary Statement

------ Salary by Cheque

------ Salary by Cash

------ Bank Salary Statement

------ Hon Bank Salary Statemen
------ Reimbursement Statemer
------ Bank Salary Statement S
------ Employee Salary Statemer
------ Employee Salary Compari:

----- Arrear PF Statement
------ PF & Arrear PF Statement
------ PF Return Statement{Form

------ PF Return Statement{Form

------ Eligiblity Register of Emplq
~PF Form 3A Through Floof
Reports

------ ESI Statement

Arrear ESI Statement

------ ESI & Arrear ESI Statement
------ ESI Return Statement{Forr
------ ESI Monthly{Challan)

< Register of Employees{Fo

ES5..C Form 1
F S| Statuary

: (v

B

‘ Licence Mo 2007091401 | Company Mame :-Sietz Technaology India Ltd

Star Time Office And Payrall anagement System

|121EPM | 242201

Figure: Payroll Reports
TOS Monthly Reports
You Can also view time office Monthly report form here

2.2
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-~ Setup
- Data Processing
Report

R
[+-
=)

Payroll Report

T0S Monthly Report
Reimbursement

Loan & Advance.

Final Setup

Star Time Office And Paproll Management System

| [T nthiy Attendance .Repo rt

o120 |

3041172011 L]] [(:‘

~

o

Perfarmance Register
Late Amival Fegister
Early Departure Register
Abszentesism Register
Over Time Fegister
Over Stay Register

Shift Schedule

Lunch Duration Report
Location %ise Punch

Employee \Wise Percentage

e e e e e e e e e

Department Wize Percentage

Employes wise Performance
Employee ‘Wise Attendance
Department 'Wize Attendance
Shift Wwise Attendance

Ovwer Time Summary
Employee Status

Manual OT Deduction

Might Shift Punch

—
" Muster Rall

" FormNo-12
" Form No-12 Hew
" FormNo- 25
" Form Ma - 25 Hew
" Form Mo - 25

S —

" Early Departure
" Total Logs and OverStay

" Late and Over Stay

GatePass Reports

Lines Per Page [40  Department Wise Skip Ird

Licence Mo :-2007091401

Cloze | Generate Iﬁelactions..

Company Mame :-Sietz Technology India Ltd.

[ cors [iziaem | 2o

Exit: Close payroll software.

Do ol realy wank o quik

Yes Mo

THANK YOU
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